Experience History Maintenance

Appendix D

The Experience History Maintenance program is used to update and maintain the experience
history for internal employees. The information kept in the experience history appears on the
Candidate Referral Roster (CRR) to be used to qualify candidates.

Triggers from DCPDS create experience entries when an employee’s assignment status
changes. The Experience History Maintenance program allows CPDSS users to view, add, edit
and/or delete an employee’s experience history depending on the permissions granted to the

user.

Logging On To Experience History Maintenance (EHM)

Step 1: From the Start Menu, Select Programs
Step 2: From the Programs Menu, Select CPDSS

Step 3: From the CPDSS Menu, Select Experience History
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Step 4: The Login and Password screen will appear. Complete these fields and click <OK>.

Welcome to CPDS5!

Logir: ||

Password: I

o]

Cancel
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If CPDSS is already open, from the main screen select the following button

[ CPDSS - Civilian Personnel Decision Support System

Sile  Wiew Actions Tools Reports  Help

El
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X l— Career Job Analysis Promotion
PPSER-GR: Prograrn: Plan Template: I
Entry Grade: Position Title: I LChange
Social Pay Plan- | G5/GM Service
Tracking FRank | Mame Security Series- High | Score | Algarithm | Award | Appraizal | Computation| SPC | ES | Appt| Wet | Eror | 05 | PER | Resumixz| Office | SPO
Code Adminiztration Grade Grade Score | Paints Date Elig | Pref Elig Score | Sum...
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The main Experience History Maintenance window appears. This main screen will be blank,
and there will be a Search window. Type the employee’s SSAN (XXX-XX-XXXX) or Last Name
in the Search window. Click the Search button to begin the search process. The wildcard “%”

can be used in the search.
“Search for Local Nationals Only.”

A list of names will populate that meet the criteria from the search field.

Highlight and double click on the name to view.

To search for Local Nationals place a check in the box next to the
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~ Current Skils ———————— ) —Pat —
- ‘ S5M: I [~ Search For Local Mationals Only =
2| Lt | o | o | ]
¥ 7 Reeadt .
o Full Name ™ | s5M |
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The current experience is located in the top portion of the screen. This data is pulled directly
from DCPDS. The experience history is located in the lower portion of the screen. The Detail
Assignment area will be populated if the employee is currently on a detail.

CITET IS

Fils Wisw Help

#| 2|

HAME: S5M: BASE: OFFSYM:_ FAs: O5C: FHONE: FERSON TPE
[ | [ | [z0535091 | [5F | [ED1M | [GBsFOIR ] [ | [32 Employes ]
PP:[G5 | SRS{0082 |GR{03_|TG{03 |STEP:. [0 |TITLE:[SUPERVISORY POLICE OFFICER JPseuposse ]
DATE START: [B0:JAN2000 | END DATE__ | ASSGN EFF DATE[30JAN-Z2000 | ASSGM STATUS[Active Assignment | comMPLYL[aTIA |
- Cunent Skils
1: [ ACN - Police Officer _~|| [FoN - Patral =11
2 [ ACN - Police Officer _~|| [FoR - Traffic =11
3 = =
\ = =
- Dietail Assignrent
START DATE: END DATE: | FF - SERS - GR: | TITLE|
1:
\ I I
Z | | |
o
\ I I
~ Experience History
Start Date v [ End Date [ Ewp/WkSch | PP-SERS-GR | Skill [ skinz [ Skil3 [ Pot |
0E-ALIG 1995 29.JAN 2000 F/F G5 008%-08  ACN /FON ACM /FDR 80/ 20
01-JUL-1332 05-4UG-1995 F/F G5-0083-07  ACN /FON ACM /FDR 80/ 20
07-4PF-1991 30-JUN-1992 F/F G5-0083-07  ACN /FON ACM /FDR 80/ 20
05-NOV-1387 DE-4FF-1931 F/F G5-0083-06  ACN /FON ACM /FDR 80/ 20
07-0CT-1979 O7-NOV-1987 F/F G5-0083-05  ACN /FON ACL 70/30
01-NOV-1577 DE-OCT-1373 F/F G5-0083-04  ACN /FON ACM /FDR ACL 60/ 20
01-NOY-1575 31-0CT-1977 F/F G5-0083-04  ACN /FDN 100
O1-5EP-1967 01-NOY-1571 M/F G5-0083-04  ACN 100
{Hlgie Irfamanon o

To display additional information on any of the experience history entries click on the desired
entry. The following expanded screen will be viewable.

Experishcs
’7 Type: | F - Federal Civil Service Ea| Start D ate IUE'Aug' -I End Date: | v[

-~ Pay
Plar: | G5 - General Schedule =1 No&: | Cornp Lyt SeaNa]
Series: | 0083 - Police (0083) | Pasn Mo |
Grade" oe LI RP: I
-~ dab - Location
ppt. Tupe: [ 14 - Competitive - Career k3| Agency: [AF - Dept of the il Force =
Training Pam: ['*Y - Mot Applicable =1 Orgn: [5S - Security =
Supv. Level [1 - Supervisor = | | dfh|Geolos: [12033508T - Eglin & F .. Dkaloosa, FL =1
wirk. Sch.: | F - Full-Time | Conus/05:[1 . g 4|
- Acauisition - Assigrment
Categony: | Bl Commard: [ 1M - MTC - Air Force Materiel Cammand 4|
Level: | Ea| Fostion: [@ - BASE/SITEAWINGANS TALLATION /LT MATY =l
 Skills Data Pot —— Manths -
1: [ACN - Police Dfficer | [PON - Patrol =1 | [=0 43.02
2 [ACN - Police Officer | [FDR - Trafiic =11 =] [20 10.75
3
I =1 =] |
Total Months Experience: [5377 Total Months Detail: |

Audd | Edit Delete | Refresh | Close || Cameel || Update | ValidalEDataI

5
1

14| 4 |[Experience Becord 1 of 8 imi
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In order to work in the experience history module, the following buttons can be used Add, Edit,
Delete, Refresh, Close, Cancel, Update, and Validate Data at the bottom of the screen. Some
of these buttons might be “grayed out” depending on the permissions assigned to the user.

Add Edit Dielete Eefresh Lloze Lancel Update alidate Data |

ilillExperience Record: 1 of 27 |LI1I

In Lieu of using the Slide Rule the Arrow buttons will maneuver from one entry to another without
going back to the main Experience History Maintenance window.

> Click on the LI button to view the Next record.

> Click on the ll button to view the Previous record.

» Click on the il button to view the Last record.

» Click on the ll button to view the First record.

If you have “view only” permission/access click the Close button when you want to return to the
main Experience History Maintenance window.
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Adding Experience

The Experience History Maintenance (History Details for: ) or Expanded Experience

History Maintenance window must be viewable.

Experience
’7 Type: I F - Federal Civil Service

=] StanDate [O6Lug-

j End Date: | 'I

— Pay
Plan: I GS - General Schedule j NOA: I Comp Lvll Seq Na:l
Series: | 0083 - Palice [0083) =l Pasn No: |
Grads: | 0 =l RPA: |
— Job  Location
Appt.Type: I 14 - Competitive - Career j Agency: IAF - Dept of the Air Force j
Training Pgm: IW - Not Applicable j Orgn: I S5Y - Security j
Supv. Levet [ 1 Suparvisar =] | | Geokos: [120935081 - Egin A FB., Okalossa, FL |
witk. Seh.: | F - Full-Time | (| EemeeiE s =]
— Acquisition — Assignment
Category: I j Command: |1M - MTLC - Air Force Materiel Command j
Level | j Pusl\un.la - BASE/SITEAWINGANSTALLATIONACTIVITY j
r— Skills Data Pct —— Months
1: [ACN - Police Difices | |PON - Patrol =l R |
2 [ACN - Police Dfficer | |PDF - Traffic =l S
&
I =l =l i |
Total Manths Experience: |53 r Tatal Manths Detail I
Add ' Edit Delete I BRefresh I Cloze I Lancel | Update | Validate Data
N '
|
LILIIExperience Record: 1 of & ILIAI

Step 1: Click the “Add” button at the bottom of Expanded Experience History Maintenance
window. This will bring an empty record in view. The fields are in an update stage when all the

areas are white.

Note: To avoid scrolling through the numerous Geoloc locations, use the drop-down box to
select the desired GeolLoc location. When the
presented. Enter a partial text of the desired GeoLoc and any matching locations will be

binoculars are clicked on, a search window is

displayed.
Erperience
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Appt. Tupe: | =1 Agency: | =
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T =] | =] | =l[o I
= =] | =] ] =[o |
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Step 2: Input data by selecting appropriate information from the drop down menu box located
next to the data field.

Step 3: After completing the required data, click the Update button. If any errors are detected a
message is displayed. If there are no errors encountered, the screen will return to a gray status.

Note: All data will be edited every time the Update button is clicked. After a successful Add, the
record will be displayed. The cancel button will take effect only if it is clicked before the Update
button. Remember when making any changes to an employee’s assignment this is the actually
database for Experience History that is being updated.

When the Update button is selected the following Edits are accomplished:

» Certain fields must contain a value: Experience Type, Start Date, End Date, Pay
Plan, Series, Grade, Supervisory Status, Work Schedule, At least one Skill,
and Skill 1 Percent

» Skill percentages must equal 100 %, total skill percentages cannot exceed 100 %

» Start and End Dates must adhere to the following rules:

- Start Date and End Date may not be the same

- Future dates are NOT allowed

- Within the same Experience Type and Work Schedule, the date range
should not have records overlapping any existing record (except for
Detail Experience)

Note: Only employees with a PSEUDO SSAN (who have two Experience History

records) may possess two Seasonal Full-time experience entries within the same
time-frame.

Step 4: Click the Close button.

RESUMIX/CPDSS User’s Guide to Filling Jobs D-6
AFPC/DPCXT, Revised October 2003



Editing Experience

The Experience History Maintenance (History Details for: ) or Expanded Experience
History Maintenance window must be open and accessible. The fields will be white when the

user is in the edit mode.

— Experience
Type: I F - Federal Civil Service j Start Date: lm End Drate: m
— Pay
Plar: I G5 - General Schedule j MOA; I Comp LvI:I Seq Mo
Seriesil 0201 - Human Resources Management [0201)] j Posn Mo I
Grade:l 12 j FiPA: I
— Job — Location
Appt. Type: I 14, - Competitive - Career j Agency: IAF - Dept of the Air Force j
Training Pgr: IW - Mot Applicable j Orgn: IF'AY - Civ Pers j
Supy. Level:l 8 - Non-Supervisory j ﬁl Geoloc: [FES j
Witk Sch: | F - Ful-Time ]| | Conus/OS:[1.us |
— Acquisition — Azzignment
Categony: I j Command: IDS - APC - &F Perzonnel Center j
Lewvel: I j Postion:l j
— Skills Data Pct —— Months
1: |4GY - Personrel Staffing Spelst | |1BG - Recuiting =l i | I A
2 |AGY - Personrel Staffing Spelst 7| |18 - Placement =l | 2
@ IEDN - Training Instructor j ITTN - Technical Training j IW’GE - Civilian Perzonnel j IBD |1.B4
Total Months Experience: IW Total Months Detail: l—
sdd || Ed Delete || Eefiesh || Gese | Update_ | Validate Data |
5

Step 1: Click the “Edit” button at the bottom of Expanded Experience History Maintenance
window. This will provide access to the drop down menus and text fields.

Step 2: Edit the data by selecting the drop down menu and clicking the appropriate entry. The
only field that will allow manually insertion of data is the Percent (Pct) field. All other fields
require the use of the drop down menu.

Step 3: After completing the required data, click the Update button. If any errors are detected a
message is displayed. If successful, the button display is reset.

Note: All data will be edited every time the Update button is clicked. After a successful Add, the
record will be displayed. The cancel button will take effect only if it is clicked before the Update

button. Remember when making any changes that this is the actually database for Experience
History that is being updated.

When the Update button is clicked the following Edits are accomplished:

» Certain fields must contain a value: Experience Type, Start Date, End Date, Pay
Plan, Series, Grade, Supervisory Status, Work Schedule, At least one Skill,
Skill 1 Percent

» Skill percentages must equal 100 %, total skill percentages cannot exceed 100 %

» Start and End Dates must adhere to the following rules:

Start Date and End Date may not be the same
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- Future dates are NOT allowed

- Within the same Experience Type and Work Schedule, the date range
should not have records overlapping any existing record (except for
Detail Experience)

Note: Only employees with a PSEUDO SSAN (who have two Experience History
records) may possess two Full-time experience entries with the same time-frame.

Step 4: Click the Close button.
Deleting Experience

The Experience History Maintenance (History Details for: ) or Expanded Experience
History Maintenance window must be viewable.

Experience
[ Tupe: [ F - Federal Civil Service =]  StatDate [Z5-0ul 2002 ] EndDate: [T1Janzo0z o |
~ Pay
Plar: | GS - General Schedule =] NOa: | Comp Lyt Seq Nol
Series: [ 0201 - Human Resources Management [0201] =1 Posn Mo |
Grade: [12 =1 AP |
~ Job — Location
Appt.Type: [ 14 - Competitive - Caresr =1 Agency: [AF - Dept of the &ir Foroe =1
Training Pam: [\ - Not Applicable =1 Orgr: [PAY - Civv Pers =1
Supy. Level [ 8 - Non-Supervisary Ea| ﬁlﬁenmc 4855350
wik. Sch.: [ F - Full- Time =1 TS| [ -1 |
— Acquisition — Assignment
Categon: | =1 Command: [03 - APC - &F Personnel Center =1
Lewvsl: | =1 Pastion: | =1
— Skills Data Pot Months -
1: [AGY - Personnel Staffing Spolst =] [1EG - Recuiting = Bl ESER
2 [aGv - Personnel Staffing Splst = [1BJ - Flacement =1 MIEENIEE
* [EDN - Training Instructor =] [TTH - Technical Training | [WGE - Civilan Personne! Rl ET [T
Total Months Experience: [5.47 Tatal Months Detal [
Add Edit Delete | Refesh | Close | cCarcel | Upda= | “alidate Diata
5

Step 1: Open the experience history entry to delete. When the experience entry window is open,
Click the “Delete” button at the bottom of the Expanded Experience History Maintenance
window.

Step 2: A message box will display to confirm the deletion of the entry.

Expenence History Delete E

Are you zure vou want to delete the curent record ?

» Click Yes, to permanently delete the entry from the Experience history
Database.
» Click No, to cancel your action.

Step 3: If Yes is selected, the next experience history entry (descending order) in the employee’s
file will be displayed. If no other changes or deletions are required to the record Click Close.
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Printing an Experience Brief (Career Brief)

From the Experience History Maintenance screen, go File > Print Experience Report.

wperience History Maintenance - [Current Experience]

File Wiew Help

Print Expetience Report
Print Search Roster Report

I | | >

S5M: BASE: OFFSvM:  PAS: 05C:

PHONE:

PERSOM TYPE

| [ | o | [Ri0gFPMM ] [0

1

| |32 Emplayee |

:[B4_]7ITLE:[HUMAN RESOURCES SPECIALIST

DATE START: [T2JAN-2003 | ENDDATE{ | ASSGN EFF DATE[120AN-2003 | ASSGN STATUS[Réctive Appaintment

| coMPLYL[1E7a |

Pot —

— Current Skills

1 | AGG - Personnel Management Spec

|

LI ‘ 1CE - Spstems Management

<] ]

2 | AGG - Personnel Management Spec

|

LI ‘ DTS - Data Systems

5]

k2 | ALY - Personnel Staffing Spclst

|

LI ‘ 1B - Placement

-

— Detail Azsignment

START DATE: END DATE: | PP - SERS - GR: | TITLE| |
" I I I |
z| I I L]
* | I I |

— Experience Histon
Start Date v [ EndDate [ ExprwhkSch | PP-SERS-GR | Skild [ skil 2 [ skil 3 [ Pet B
28-JUL-2002 11-JAN-2003 F/F GS-0201-12  AGY / 1BG AGV 7 1B EDMN / TTM /WGE 40/ 30 |

Once the report populates on the screen, it can be printed, emailed, and/or saved as a file. Use
the icons at the top of the screen to export the report.

Example of how an Experience Brief looks:

Page

PDSS - Experience History Detail

4 4 1 of 2+

£ |

P M oe [ G &&|om S| [ |é

EXPERIENCE BRIEF

L&W Privacy Aot of 1874

[ei=F Off Sym: DPCHTC PAS: R.JOSF P MW Command: &P C Sup
Currentdssignment: HUMAM RESQURCES SPECIALIST, Randolph & F B, Bexar, TH CPCN: 49343 HUM AN RESQURCES SPECIALIST.255484.0F09.AFFR
Current Position Information Employee Data Appraisal Data
sssignmentStamis:  Active Appointment Duty P hane: 2105653045 Leuel 3-Fully Suce orequin. Pass level under passiail 9999
Date §tart: 12 JaN 2003 Appoirtm ent Ty pe: Com petitive - Career Leuvel 3-Fully Suse orequin. Pass levelunder passiall 9989
Comp Level BTA Training P rogram 1D Mot &pplicakle Leuel 3-Fully Suce orequin. Pass levelunder passiail 9999
DtTemp Prom Ends: [ LastP rom ofi on: 0z JUL 2000 Level 5 Qutstanding or equivalent 9953
Detail To: Security Clearspce: Secret - DOD GtherThan Army Mavy Level 5 Outstanding or eguivalent 9999
[retail E zpires: Acquisition Information Awards
@15 Tour Ends: Comps memkership stabus: Feformanse fward
o!5 Extension Ends: Career Category: Tim & O Award
Work Sehedule: Full-Time Appraisal Ot Supy Appraisal Notable Achievem ent Award
Miscellaneous Data Feformance Award
sCD: 18 APR 1384 Feformanse fward
SCDRIF: 18 APR 1934 Tim & OFf Award
Wet Pref [RIF): He Wanant Data: Feformance Award
Retirem ent: CSRS LettenCertffisate ¢f Commendzation
Fay Takle: Bl Pefarmance Award
Pseudo SSN: Feformance Award
E ducation Training
High school graduste or cedificate BUSINESS OB JCT REFORTER TNG FOR FUMCT IFHNALIST 03 WAy 2z
INSTRUCTOR TRAIMING 26 FEB 210
RESUMIX CRS 05 0CT 21
RESUMIX SO FTINARE 0% JUN 2C
Cerlification Data ADY PAY SETTING 18 JUN 1
AFFIRMATIVE EMPL CRS 27 FEB 1%
STAB OF CIVEMPLYMNT 18 JUN 1€
CPMS FAS PAY SETTING 03 APR !
CHANGE & STRESS MGT AT 0CT |t
Career Program Registration Special Placement Program FA%S RETIREMENT TNG 13 SEP ¢
Civilian P ersornel E0-0UR ROLES AND RES 13 Now 1
MOD I TaM 03 JUN 1€
Skills: | 856 1k Fetsonnel W enagement Spee 5 ystems Wanagen ent Pement

GG 0T Petsonnel Menagement Spee Data Systems

LGV 1B

P etsontel Staffing § pelst P la em ent
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Page

For Official Use Only

LW Privacy hot of 1974

EXPERIENCE BRIEF

Currentaz ofz03 July 2000

Start Dt EndDt | PP-Ser.Gr | £ Duty Title Supv | pcq Level Lacation | CMD
Type Lwl
16 JUL 2000 04 JUN 2002 G5-0212-11 Federal |Personnel Staffing Mon-5upe Randolph & F B [APC
Skills: | asv 185 Fersonnel S taffing 5 pelst | Res niting P ercentage: 50
AGUY 1B Persannel Staffing 5 pelst | P lac em ent 50
20 JUN 1399 15 JUL 2000 55-0201-11 Federal |Hum an Resoutces Management Mon-5upe BASEISITEMIING INST ALLA  [Silverdale, Kits
Skills: | nov 1BJ Personnel Staffing S pelst | P lac ement Fercentage: 50
MG IGE Position Class §pesialist ! General 50
01 T {997 13 JUN 1853 5 §-0201-08 Federal |[Hum an Resourses Managem ent Mon-5upe BASEISITEMINGINET ALLA  |Silerdale, Kits
Skills: |46V B4 P ersonnel Staffing 5 pelst ¢ P lac em ent Percentage: 50
AGX 3GE Puosition Class Specialist ! Ganeral 50
01 JUL 1883 30 SEF 1887 5 5-0203-07 Federal |Hum an Resoutces Assistance Moh-5upe BASEISITEMING INST ALLA  [Silverdale, Kits
Skills: | #6L PFE P ersonnel ClarkMssistant | 5 ffing Parcertage: 100
0
01 APR 1993 20 JUM {933 § §-0203-07 Federal [Hum an Resourses Assistance Mon-5upe BASEISITEMINGINET ALLA  |Silerdale, Kits
Skills: | A5L PDE Personnel Clerklssistant ! Classiication P ercentage: 100
0
01 AFFR 1932 31 WAR 1933 5 5-0203-06 Federal [Hum an Resourses Assistance Mon-5upe EASEMSITEMINGINST ALLA  |Silerdale, Kits
Skills: | ~sL FOE Fersannel ClerkMssistant  Classiisation Ferentage: 100
o
01 JAN 1992 3 MOR {982 5 §-0203-05 Federal |Hum an Resources Assistance Mon-Supe BOSE/SITENMING INST ALLA  [Silverdale, Kits
Skills: | as5L PoE Personnel Clerklssistant ! Classiication P ercentage: 100
0
20 WAY 1931 31 DEC 1931 §5-0518-03 Federal [%esretary Mon-3upe EASEISITEMINGINST ALLA |Silverdale, Kits
Skills: | HT 5 saratary P ercentage: 70
BNY Clek-Typist 20
18 MAR 1991 ‘ 25 WMoY 1994 Federal |5 ecretary Mon-Supe BASESITE MIING INST ALLA

G5-0218-04

Siverdale, Kits
T e .
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